
APPLICATION FOR RECORDS DISPOSITION STANDARD 
t 

1. Application 

marta 

2. hp t .  Application No. 

,i 

5. Dates of Series 

INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst. Management Systems Division 

3 .  Ikpt , Division. Sulrdivision & Administering Office Address ' I FOR RECORDS MANAGE'MENT DIVISION USE 

. _ _ _ ~  I - -_ 
9. Records Series Title (followed by title used in office; if different) 

URTA 
$01 West Peachtree Street, N.E. 
!200 Peachtree Summit 
itlanta, Georgia 30365 

Earliest Latest  

1972 I Present -- 
0. Division and Office Function 

Authority-wide Standard 

Division Directors' General Subject F L e  ~~ 

What is the function of the Division and the Office in which this record series is created? 

rhe Division Directors are responsible for administering and coordinating the various 
Eunctions of the Authority. This includes implementing, coordinating, and 
3dministering the operations and management of the daily activities of the 
iuthor ity . 

-~ - . - - .- __- 
1. Record Series Description 

Doctrments relating to: 

This file contains the following documents (include form nUmberS and titles, if any): 
Attach samples of the file. 

all  areas and responsibilities of the separate divisions of the 
Author it y . 
studies, reports, and general correspondence. 

Includedare: divisional policies and procedures, directives, speeches, appointments, 

Fileisarranged: alphabetically, by subject, by year. 

~ 
__ - 

2. Monthly Reference Rate 

One to six months old - 
twenty.five months and older - - -~ 

3. Annual Rate of Accumulation of Records 

How often are records referred to which are: 

0 ; Thirteen to twenty-four months  old-^-____ ; 3 ; Seven to twelve months old 5 
0 ~. ? 

._~___I - -. 

;Other (Jpecifvl ___~ _- - Letter-size drawers ~ - -; Legal-size drawers - . ;Shelves 

I.r . .. , \  
3012 (3/76) 



- ._il---- 
NO I 14. Questionnaire (Place an "X" idthe proper column) 

a. Is this the official copy of the series? 
-~ 

.- __~__ __ -~ - - 1 If not, where is  it, 
h. Does the series contain confidential info,rmatiod, requiring security handling? I f  yes. cite law or regutation. 

___- - __________~_ scheduled separately? 

I. I s  the information contained in this series ever published? I f  yes. attach copy. 

g. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

I.I - ____ - 
________ . _ _ _ _ _ _ _ . ~  _ _ ~  

I-. 
I f  yes. attach copy. 

h. I s  there a duplication of this series in your office, or in another office or agency? 
_____. __-- X 

__- 
X 1 _ _ ~ ~  x 

If yes. where? 

i. 1s this series (ora majorpetion of it) regularly microfilmed? 
__I~__.____~ -~ 

~ 

j .  Does the reeord series r e d  in a computer printout? - _ . _ _ ~  .- ____ - _ _ ~ ~  
etention Requirements The following requires the series to be kept: 

a. State Law 

h. Statute of limitation 

c. Federal law 

Attach copy or excert o f  laws 

years. d. Audit period __ years. 

__ years. e. Administrative' need years. 

__ years. f. Federal retention instructions years. 

regulations. Explain administrative need. 

P o s s i b l e  h i s t o r i c a l  va lue .  

16 Approved Dispnsition Instructions This agency recommends that the l l le series he cut of1 at  the end of  each: 

Calendar Yeat; & Fiscal Year; fl Other -~~__.-~- . __ then. 

Hold in the current files area month(sI-l--- yeark); then 

Transfer to local holding area; hold _ _ - ~  vearkl; then 

0 Transfer to State Records Center; hold 

0 Destroy. 

u Other lSpecilyf 

year(s1: then 

Transfer to State Archives for permanent retention. 

Except t h e  Div i s ion  of Admin i s t r a t ive  s e r v i c e s ,  which i s  t o  c u t  o f f  f i l e  s e r i e s  a t  
end of each f i s c a l  y e a r ;  hold i n  c u r r e n t  f i l e  a r e a  1 y e a r ;  t hen  t r a n s f e r  t o  t h e  
MARTA Records Center ;  ho ld  5 y e a r s ;  t h e n  d e s t r o y ;  and the  Div is ion  of Accounting, 
which is t o  c u t  o f f  f i l e  s e r i e s  a t  end of .  each f i s c a l  y e a r ;  ho ld  i n  c u r r e n t  f i l e  
a r e a  1 y e a r ;  t h e n  t r a n s f e r  t o  t h e  MARTA Records Center ;  ho ld  3 y e a r s  p a s t  t h e  
complet ion of t he  MARTA p r o j e c t ;  tLeq des)YOy, 

These instructions apply to a l l  prior and future iiccumulations of the series. 

(Indicate hrielly rdtionale lor recommendations abovelor write additional remarks): 

17 .  APPROVALS - _- 
Avorowed Department Records Management Otticsr 

_I___ - 
Aivwoved Division HsadfDerignee 

-wed Department Hssd/Derignr?e 


